Job Development & Design:
Writing A Good Job Description

Elements of a good job description are:

Title

What is the job called?
Purpose

What will this job accomplish?
Activities

What might be done to accomplish the purpose?

Qualifications

What knowledge and skills are needed to accomplish the
purpose?

Time Frame

How many hours are involved? How long will you need
this volunteer? How flexible is the schedule?

Site

Where is the job located?
Supervision

Who will the volunteer report to?

Benefits

What are the advantages of volunteering? Is there
training of new skills? Free parking? Free lunch?

A
Volunteer
Management
Tip From:

Missoula

Senior Service

Corps

337 Stephens Ave.
Missoula, MT 59801
(406) 728-7682

Missoula

Aging Services

C:\Documents and Settings\ce5623\Local Settings\Temporary Internet Files\Content.Outlook\SHOZSLAE\8 tip-writing job desc.doc



